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Check List For A Successful Balance Of Contract Payroll

Group Employees

I:I Using the Payroll Group Definitions (PAI.251) alone or in conjunction with Category Codes
(ETS.121), identify the employees who will be included on the Balance of Contract payroll.

|:| Update the employee basic information if using Group Definitions alone, or update the
employee category information if using categories as part of the group definition.

|:| Suggestion - Use the Employee Group Report (PAY.518) to print a listing of the employees
included in the balance of contract group and double check everyone is included.

Assignment Addenda's

|:| Check your Assignment Addenda’s - Assignment Addenda’s will pay X's the number of
checks being paid on the balance of contract. For example, the addenda is $6 and the balance of
contract is six (6) pays then the addenda amount paid on the balance of contract amount will be
$36.00. If you only want it to pay the $6.00 you will need to change the addenda amount to be
$1.00.

Check Voluntary Deductions

|:| Voluntary deductions with a number of remaining deductions less 999 checks to be paid will
be finalized. “Finalized" means that the amount to deduct each pay will be multiplied by the
number of deductions remaining.

|:| Voluntary deductions that have 999 checks remaining will only be deducted the number of
times that there are checks remaining on the contract.

I:I Set up addition Retirement Buy Back deduction for those employees that need them.




Beware of Fica Exempt Deductions

I:I Deductions that are exempt from FICA are not handled properly on the payroll processor
for the balance of contract payroll in some instances. The easiest way to avoid the problem is to
pay off these deductions BEFORE the balance of contract payroll.

If you do not pay off these deductions prior to the balance of contract payroll, you may
have to change this deduction amount and/or number of remaining checks. For example: An
employee has $30.00 deducted each pay on a FICA exempt deduction. There is one payment left
on this. The balance of contract for this person is for 6 regular checks. Change this voluntary
deduction to deduct $5.00 (1/6 of $30.00) . Use the Employee Maximum field if the amount does
not divide evenly. The number of checks remaining on the Fica exempt deduction must be the same
as the number of checks remaining on the contract being finalized.

FOR ALL VOLUNTARY DEDUCTIONS THAT AFFECT FICA TAX, SUCH AS SECTION 125, BE
SURE THAT THE NUMBER OF DEDUCTIONS REMAINING EQUALS THE NUMBER OF CHECKS
REMAINING ON ALL ASSIGNMENTS THAT WILL BE FINALIZED. IF THEY DO NOT, YOUR
QUARTERLY REPORTS AND W2'S MAY BE INCORRECT.

A Note on Federal/State Tax Exempt Deductions

I:I This type of deduction will work correctly. For example: There are 2 annuity
payments left at balance of contract time There are 6 checks left on the contract to be
paid off. Federal Tax withheld and the "Subject To" wages will be 2 times what a normal check
would be WITH the annuity, plus 4 times what a normal check would be WITHOUT the annuity.

Docks

I:I It appears that all of the issues with the docks have been corrected. Be sure to balance
your payroll and to pay particular attention to those employees that have docks.

More than One Contract to Pay Off For An Employee?

I:I If the employee has more than one contract to be finalized, the number of checks
remaining MUST be the same for each one. If not, the retirement and FICA deductions will be
incorrect. Use the Employee Assignment screen (PAY.345) to update the number of checks to be
paid on one of the assignments to match the other. Make sure that the number of checks fo be
paid minus the number of checks already paid equals the same number for both assignments. You
may want to run the Employee Contract Balance Listing (PAY.530A) to verify the number of checks
for your employees.




No Time Sheet Entry

|:| Do not include any time sheet hours on the balance of contract payroll. FICA amounts will
be incorrect.

Select Correct Payroll Processing Options

I:I Make sure that the maximum check allowed on this payroll is enough to cover the balance
of contract payment.

|:| You may want to turn off Direct Deposit so you can hand the check to the teachers when
they check out.

Do not enter x times deduction amount. It will take x times the voluntary deduction
amount, but throws off retirement deduction for employer and employee by taking x times that
deduction also.

Run Pro Formas!

It won't need to be fixed if it isn't broken. Now that you are aware of the potential problem areas,
run Pro Formas and double check these items BEFORE running the actual payroll!

|:| Check for Unpaid Employees.
|:| Balance your Fica and Medicaid "Subject To" wages to your proforma.
[ ] Balance your Federal Tax "Subject To" wages to your proforma.

Look at your Employee Checks Detail Listing (PAIL.625) - check voluntary deduction amounts
carefully!




Group Those Employees

You can group employees by using the Payroll Group Definitions alone or in conjunction with the

category codes.

Using Payroll Group Definitions (PAI.251)

When using the group definitions alone you may use any of the fields on the basic screen to tie
employees together. When doing this any it will ONLY select those who have that value in that

field.

= Midrange Workspace Sesyion: 2 - NS/Elite Display
Session  Edit \Wew Tools Macke  Helg

|_[5]x]
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2/22/61 FY 08 GECK1 CLIENT TESTING

EMS Employee Group Definition Ref: PAIL.Z251
Employee Group:
Description:

BOCZ6
BALANCE OF CONTRACT 26 PAYS
Basic Information Value Selections
Sex:
Ethnic Code:
Employee Status:
Principal Job Code:
Perifnent Address 1:
Address 2:
City:
State:
Zip Code:
Zip 2:
Country:
Phone Mumber:
Phone Security:

CERT CLASSROOM TEACHERS

Basic
Information
Field

Mode: Lookup

M

bM  II

12:36:22 MCSS19982
12

Order

This gives the sort
order of the checks.

Cancel? N

Ready

[R1z2coas |

D

e

In this example we have selected every employee who has CERT entered in the field Principal Job

Code on their Basic Screen (EIS.301). There is ho sort order so
Security Number.

it will default to sorting by Social




Using Category Codes (EIS.305H)

Another option is group the employees by category code. This is a little more labor intensive but it
will allow you more flexibility in the people that are selected.

drange Workspace Sesyion 2 - NS/Elite Dis] !Eﬁ

Session T Mew Tools Macre Hely

[ =8| B | 5 || B [ o oy | |
2/22/01 FY 81 GECKI CLIENT TESTING 14:41:12 HCSS19962
EMSFILES New Rel Test/ Data Ref: ACS.067 .01

MENU EMS888: EMPLOYEE MANAGEMENT SYSTEM

. PAYROLL OPTIONS AND CODES . . . . . . . . . . PAYlea MENU
. EMPLOYEE OPTIONS AND COD G Mrdraunge Workspace. Session 2 - NS/Elite Disploy
. DIRECT DEPOSIT OPTIONS A Session  Edit VMiew Tools Macre Help

EMPLOYEE BONDS SYSTEM .

EMPLOYEE RECORDS SvsTEM | o lacu il el el b P T A e sl B

- EMPLOYEE BALANCES . . . 2/22/81 FY @1 GECKI CLIENT TESTING 14:48:15 MCSS19962

© EMPLOYEE ATTENDANCE SYST :
" CAFETERIA BENEFTTS svsie PGS FEMSFILES New Rel Test/ Data  Ref: ACS.002 .01

. PAYROLL PROCESSING SYSTE
. PAYROLL ENCUMBRANCE SYST|
. BUDGET FORECASTING SYSTE
. NEW YEAR/YEAR END PROCES
. YEAR-END W-2 REPORTING

LR R W —

MENU PAY188: PAYROLL OPTIONS AND CODES

. Payroll Options and Defaults . . . . . . . . PAY.100

Absence/leave Codes . . . . . . . . . . . . . PAY.I2]

- Payroll Group Codes . . . pdroungre Works] e, Seasions 2 - NS/EliTe Dis] Loy
Deduct ion/Contribution Cod i '
e ession  Edit  Miew  Tools Macro Help

Pay Tahle Codes .

. Addenda Codes . . @Q% 5| e IEH*A*IEH} L ] 2 [

f;km?ﬁ:i?ﬂé oo 2/22/61 FY @1 GECKI CLIENT TESTING 14:49:23 HCSS19902
Cat -y Cod EMS Category Code Definitions Ref: EIS.121 .01
. Category Cades . . . . . ==ee 2
. Payraoll Calendar Defi iol
. Location and Job Code Resty
. Payroll Check Header . .
. LOCATION CODES AND CODE LI
. Tax Information Maintenanc(

A
- Build EMS Client File Menb fdd

Change

Delete

Lookup

Index Index: 1

End 1 = Category Codes

. Change Assignment

Option or Menu Ttem |

LR R W —

Category Code: BOC

Option or Menu Ttem 9

& Midrange Workepace:Sexyian 2 - NS/Elite Display
Session  Edit  View Tools Macrs Helw

[l e |20 ] [ 2| ==
2/22/81 FY 81 GECKI CLIENT TESTING 14:55:39 HCS519962 fluto Next Record? N
EMS Category Code Def ons Ref: EIS.121 .11

Category Code: BOC
Description: BALANCE OF CONTRACT
Short Title: BOC

Mode: Change Cancel? N

Ready [fo7 €023
Set up Category Code (EIS.121)
1. Give it a general description
2. Give it avalue
There can be more than one value to each category code.




idr ange Workspace Sesyiovn 2 - NS/ELiTe Dis] [_[=]x]

Sesslon  Edit Wew Tools Macro  Hel

(Bl e G R e L ) s =
2/22/01 FY 81 GECK! CLIENT TESTING 14:57:55 MCS319982
ACS EMSFILES New Rel Test/ Data Ref: ACS.082 .81

MENU EMS0@: EMPLOYEE MAMAGEMENT SYSTEM
. PAYROLL OPTIONS AND CODES “”"’"""”5“"2 - Ms/clste Dizplay
EMPLOYEE OPTIONS AND CODE Sl i e el B C Sl

- DIRECT DEPOSTT 0PTIONS A BT = e R LN e T e e =

e eieien | 2/2z/81 FY @1 GECKI CLICNT TESTING 14:58:26 MCS$19962
ACS

. EMPLOYEE RECORDS SYSTEM .
" EMPLOVEE BALANCES . . . | EMSFILES New Rel Test/ Data Ref: ACS.062 .81

. EMPLOYEE ATTENDANCE SYSTEM
. CAFETERIA BENEFITS SYSTEM
. PAYROLL PROCESSING SYSTEM
. PAYROLL ENCUMBRANCE SYSTEM
. BUDGET FORECASTING SYSTEM
. NEW YEAR/YEAR END PROCESST
. YEAR-END W-2 REPORTING

MENU PAY308: EMPLOYEE RECORDS SYSTEM

o R I

. Employes Basic Information FTS.301
. Employee Payroll Information PAY.302
. Employee Academic Information ETS.363H
. Employee

" Employes

. Employee

" Employes Assignments/Contr £ el o
. Employee Voluntary Deducti 2/22/01 FY @1 GECK1 CLIENT TESTING 14:59:48 MCSS19962

. Employee Tag Assignment . EMS Employee Category Code Information Ref: EIS.385H.81
. ADDITIONAL EMPLOYEE INFORM -
. EMPLOYEE RECORDS LISTINGS

. PAYROLL OPTIONS AND CODES

89. Change Assignment C Employee: 701-20-8486
98. Exit ACS Change

. Lookup
Option or Menu Ttem 4 Index

End

. Change fissignment

Option or Heru Ttem 5

N=0 oW~ URWN—

Index: 1
Employee by name:
SMITH
JOHN
Employee by #

& Mird+ange Workspace:Sexsiovs 2 ~ NS/Elite Display [_[=]x}
Session  Edit  View Tools Macrs Helw

[0 ol || | ] [ o | B
2/22/01 FY @1 GECKI CLIENT TESTING 15:00:28 MCSS19902 fAuto Next Record? N

EMS Employee Category Code Information Ref: ETS.365 .11
Employee:  881-26-8486 SMITH, JOHN H.

Category Code:  BOC

Value: 26

Mode: Add Cancel? N

|r:67 C:o21

Assign Category Code to Employee (EIS.305H)
1. You will have to do a Change even though there never was a category code assigned to

this employee.
2. Make sure that the value you assign is the same for all of the employees you want in
your balance of contract.




& Midrange Workspace: Sesyiovw 3 - NS/Elite Displey [_[=]x]
Sesslon  Edit Wew Tools Macro  Hel
(Bl e G R e L ) s =

2/2z/01 FY o1 GECKI CLIENT TESTING 159:06:52 MCSS19962

ACS EMSFILES New Rel Test/ Data Ref: ACS.@02 .01

MENU EMS808: EMPLOYEE MANAGEMENT SYSTEM

. PAYROLL OPTIONS AND CODES . . . . . . . . . .

. EMPLOYEE OPTIONS AND CODES . . . . . . . ..

. DIRECT DEPOSIT OPTIONS AND CODES . . . . . .

. EMPLOYEE BONDS SYSTEM . . . . . . . . . . ..

. EMPLOYEE RECORDS SYSTEM . . . . . . . . . . .

. EMPLOYEE BALANCES . . . . . . . . . . . . ..

. EMPLOYEE ATTENDANCE SYSTEM - - ]

. CAFETERIA BENEFITS SYSTEM . @ Midrange Werkspace:Sesvicv 3 - NS/EL"'-@DWPW
. PAYROLL PROCESSING SYSTEM . Session fﬁm‘ Wiew TDO/‘S Macro HEM

. PAYROLL ENCUMBRANCE SYSTEM |JH i B = 11 E

. BUDGET FORECASTING SYSTEM . lj l_A ] A
. NEW YEAR/YEAR END PROCESSING 2/2z/01 FY o1 GECKI CLIENT TESTING 15:07:36 MCSS19962

. YEAR-END W-2 REPORTING . . ACS EMSFILES New Rel Test/ Data Ref: ACS.082 .01

1
2
3
4
5
6
7
8
9

. Change fAssignment MENU PAY6@8: PAYROLL PROCESSING SYSTEM

. Payroll Processing—fActual and Pro Forma . . PAIL.606M
. Payroll Processing=—Pro Forma Only . . . . . PAL. 6063
ng—Code Frequency B . PAL.68B1
. Payroll Check Voider . . . . . . . . . . .. PAI.416
. Payroll Check Lookup . . . . . . . . . . .. PAT.426
. Employee Group Definition . . . . . . PAIL.251
. DOCUMENT CONTROL INFORMATION . . ange Workspace: Sexsiovy 2 - NS/Elite Display
. DIRECT DEPOSIT PROCESSING . . . . il ooy el s )

. PAYROLL LTSTINGS AND REPORTS . .
. EMS REPORT WRITERS (8 || ||| o] [ 4 2 || o] R ]

- Copy Payrol | Reports To Tape - 2/22/01 FY 01 GECK1 CLIENT TESTING 15:08:24 MCSS19962
. Check Rewrite From Last Pay rol | R EMS Employee Group Definition Ref: PAT.251 .01

" Re—create Payrol | Reports from Pr
. Delete Payroll Processing Sequenc

Option or Menu Ttem 9

o R I

Option or Menu Ttem 6 n Employee Group ID: BALANCE CONTS
Add
Change
Delete
Lookup

F22C024 Index TIndex: 1

End T = Employee Group:

& Midrange Workspace. Session 2 - NS/Elite Display
Session  Edit Miew  Toofs Macra  Help

B o e P N R L S e = R
2/22/01 FY 81 GECK! CLIENT TESTING 15:18:22 MCS5519962
EHS Employee Group Definition Ref: PAL.Z251 .14
Employee Group: BALANCE CONTS BALANCE OF CONTRACT FOR SEASONAL Auto Next Record? J
Months of Service Information Value Selections: Order
Months of Service - Previous:
Months of Service — District: e

Honths of Service — State: Db LU

Veteran Information Value Selections
Veteran:
Veteran Class:

Category Information Value Selections

Hade: Change Cancel? N

Ro5coz7 |

Set up Group ID (PAI.251)
1. Give group name that you will remember
2. Select Order of Group
3. On the Third Screen Enter the Category Code and Value for this group




onge Workspace Sesyiov 2 - NS/Elite [_[=]x]
Sesslon  Edit Wew Tools Macro  Hel
[ ] 20 ] [ | =

2/22/01 FY @1 GECKI CLIENT TESTING 19:21:48 MCSS19962
ACS EMSFILES New Rel Test/ Data Ref: ACS.082 .01

MENU EMS808: EMPLOYEE MANAGEMENT SYSTEM

. PAYROLL OPTIONS AND CNDF< pav1an MERI
. EMPLOYEE OPTIONS AND & Midrange Workspace. Sessiovy 2 ~ NS/Elite Display

. DIRECT DEPOSIT OPTIOME SR -t il )
(B e e N L P R L s =

. EMPLOYEE BALANCES . . 2/22/01 FY 01 GECK1 CLIENT TESTING 15:27:18 MCSS19902

. EMPLOYEE ATTENDANCE §  ACS EMSFILES New Rel Test/ Data Ref: ACS.002 .01
. CAFETERIA BENEFITS SY

. PAYROLL PROCESSING SY| MENU PAY6808: PAYROLL PROCESSING SYSTEM

. PAYROLL ENCUMBRANCE §
. BUDGET FORECASTING SY|
. NEW YERR/YEAR END PRO
. YEAR-END W-2 REPORTIN

o R I

. Payroll Processing—Actual and Pro Forma . . PAL.600M
" Payrol | Pracessing—Prc, Sy

DaT conc
" Pagrol | Processing—Co & Midrange Workspace. Session 2 - NS/Elite Display
. Pagrol | Check VYoider Session  Edit Miew  Toofs Macra  Help

. Payroll Check Lookup @4% e EHH'E% | | @

. Employee Group Definit
. DOCUMENT CONTROL INFORK 2/22/01 FY 01 GECKI CLIENT TESTING 15:27:54 MCSS19962
. DIRECT DEPOSIT PROCESS]  ACS EMSFILES New Rel Test/ Data Ref: ACS.0802 .61
. PAYROLL LISTINGS AND RE
. EMS REPORT WRITERS . | MENU PAY658: PAYROLL LISTINGS AND REPORTS
" Copy Payrol | Reports Td
. Check Rewrite From Las{ . Payroll Check Report—Regular and Voided . . PAL.510
- Re—create Payrol | Repor . Employee Group Report . . . . . . . . . . . . PAY.5I8
- Delete Payrol | Processi| . Employee Contract Balance Listing . . . . . . PAY.530
. Employee Assignment Report . . . . . . . . . PAY.565
9 . Employee Absence/leave Report . . . . . . . . PAY.D90

. Change fissignment

Option or Heru Ttem 91

WU RN -

Option or Menu Item

. Change Assignment
. Exit ACS

Option or MHenu Ttem 2

& Midrange Workspace.Session 2 - NS/Elite Display

Session  Edit Miew  Toofs Macra  Help

e TR e e e e A s
2/22/01 FY 81 GECKI CLIENT TESTING 15:29:060 MCSS19962
EHS Employee Group Report Ref': PAY.518P.61

Selections:

Employee Group: BALANCE CONTS

Print Request:
Print Group Definition: ¥ ¥ = Print de
N = Do not print definition

Count or List: C = Count employees in group
List employees in group

Index:

1 - Employee Group

Cancel? N

|R:o5 coaa |

Print a group listing (PAY.518) and verify that all employees you wanted are listed.




Assignment Addendas

i Midrange Workspace: Sessions 2 - NS/Elite Diyplay [_[=]x]
Session Edit Mew Tools Macre Help

e e e e e e e
2/22/01 FY o1 GECK1 CLIENT TESTING 16:06:31 MCS319%62

EMS Employee Assignments/Contracts Ref: PAY.345 .13
Employee: 1-26-8486  SHMITH, JOHN H.
Job Code: DRIVER BUS DRIVER
Deduct ions/Contributions:

WCOMPH WORKMEN'S COMP HIGH RISK RET2 AZ STATE RETIRE CLAS 2.85
BETLTD AZ STATE RETIRE LTD .49%

Federal: ¥ FEDERAL WITHHOLDING TAX  State: AZ ARLZONA STATE TAX .
FICA: Y ¥ FICA (SOCIAL SECURLTY6.28 County: __ Local: _ Other: Assignment
Leave/fbsence: Leave accrual FTE: 108. 0088

Addendd's are
JURY _ JURY DUTY ﬂagged yes here.

Addenda: Additional Assignment Addenda: Y

& Midrange Workspace.Sessiown 2 - NS/ELiTe Display
Session  Edir Mew  Tools Macvo  Help

Made: Change F3=Exit F4=Index FSZRESE %I 0 IE [ 2 = g{kl L= 5 = You cah inactivate

F6=Basic Info. F7=Payroll Info.
2/23/01 FY o1 GECK1 CLIENT TESTING by ha\“ng fhe end

EHS Employee fissignments/Contracts

CL IM DM 11 Employee: ©01-20-8406 SHITH, JOHW H. H
Job Code:  DRTVER BUS DRTVER date prior to the

18 cane Balance of Contract

CHD Addenda Description Dates

BEGIN d ate

1.00
Addendum: COACH Optional effective dates: 7/01/00 to 6/30/01
Amount : 65.00  Plus .8908 ¥ of Base Salary
Account Code: ©81.610.10008.6112.200.000.0000 Encumbered?: N

Description:

F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N

|g.21 cors | lioce [Lu

* Check your addenda's.
» If active, remember that you will be paying it times the number of checks remaining in the

contract.
» If the district only wants to pay one times this amount you will need to divide by the number of

checks remaining in the contract and enter that amount.

1




Check Voluntary Deductions

& Midrange Workspace: Sesyiovw 3 - NS/Elite Displey
Sesslon  Edit Wew Tools Macro  Hel

Bl e G R e L [ s = e =] 2
2/23/01 FY o1 GECKI CLIENT TESTING 88:22:27 MCSS19962
ACS EMSFILES New Rel Test/ Data Ref: ACS.082 .81

MENU EMS808: EMPLOYEE MANAGEMENT SYSTEM

. PAYROLL OPTIONS AND CODES . pavina MENIL

- EMPLOYEE OPTIONS fND CODES A3 Midramge Workspace:Sessiow 2 - NS/Eléve Disploy

. DIRECT DEPOSIT OPTIONS AND RS ol 2

. EMPLOYEE BONDS SYSTEM . . . NEEER G| M ES e e 2 e e e | B 5

. EMPLOYEE RECORDS SYSTEM . . I__I_I_l l_

" EMPLOYEE BALANCES . . . . . 2/23/01 FY @l GECKI CLIENT TESTING 08:22:59 MCS$19902

. EMPLOYEE ATTENDANCE SYSTEM ACS EMSFILES New Rel Test/ Data Ref: ACS.082 .01
. CAFETERIA BENEFITS SYSTEM .

. PAYROLL PROCESSING SYSTEM . MENU PAY308: EMPLOYEE RECORDS SYSTEM

. PAYROLL ENCUMBRANCE SYSTEM

. BUDGET FORECASTING SYSTEM .
. NEW YEAR/YEAR END PROCESSING
. YEAR-END W-2 REPORTING

o R I

. Employes Basic Inform

- FTe 2nt

. Employse Pagrol | Inf'ﬂ Midrange Workspace. Sessiovy 2 - NS/Elite Display
. Employee Academic Inf] Session  Edit Miew  Tools Macro  Hely
. Emp:ugee gateguhu (t)\:lc @Q oo [ M = l_ Bl ER R
. Employee Cer cate
. Employee Termination 2/23/01 FY 01 GECK1 CLIENT TESTING 08:24:16 MCSS19902

. Employee Assignments/  ACS EMSFILES Mew Rel Test/ Data Ref: nCS.002 .01
. Employee Voluntary De

. Employee Tag Assignme MENU PAY365: EMPLOYEE RECORDS LISTINGS AND REPORTS

. ADDITIONAL EMPLOYEE I
. EMPLOYEE RECORDS LIST|
. PAYROLL OPTIONS AND C

. Change fissignment

Option or Menu Ttem 5

o R I

. Employee Group Definition . . . . . . . . . . PAL.251
. Employee Profiles . . . e e o« . . . . . PaY.510
" Employee Certificate Report . . . . . . . . . EIS.491
. Employee Assignment Report . . . . . . PAY.565
. Employee Voluntary Deductions LIEtII‘\[ . . . . PAY.550
. Employee Terminations L Co. . . ... PAY.577
. Employee Report L pay.79
. Employee Report Writer Submittal . . . . . . PAY.511
. Employee Tag Report Writer Definition . . . . EIS.780
. Employee Tag Report Writer Submittal . . . . EIS.580
. Employee Tag Report Writer Submittal . . . . EIS.522
. Employee Tag Report Writer Submittal . . . . EIS.523
. EMPLOYEE ADDRESS AND TELEPHONE LISTINGS . . . PAYSI@ MENU

. Change Assignment
. Exit ACS

Option or Meru Ttem 11

OO U R WM -

. Change Assignment

Option or Henu Ttem SfI

& Midrange Workspace.Sesstove 2 - NS/Elite Display
Session  Edir Mew  Tools Macvo  Help

[ [l 5 (] T4 24l e ] el
2/23/01 FY 01 GECK1 CLIEMT TESTING 88:24:44 MCSS19992
Employee Voluntary Deductions L Ref: PAY.558 .8

Selection:

Employee Group:
or Employee Number:

Deduction codes: {Leave hlank to select all)}

Include only deductions with remaining checks greater than zero? Y
Sort order:

E
'E’=Employee Group/Employee
D’=Deduction Codes

F3=Exit Fd4=Index F5=Reset F12=Cancel Cancel? N

[R:12 CO58

[Cor

Run Deduction Report (PAY.550)
Can use same group that used for Balance of Contract
List Deductions Codes wanted
Defaults to list only those with checks remaining
Can sort by deduction or employee name




Voluntary deductions with a number of remaining deductions less than the number of checks to be
paid will be finalized. “Finalized" means that the amount to be deducted each pay will be multiplied
by the number of deductions remaining.

Voluntary deductions that have 999 checks remaining will only be deducted the number of times
that there are check remaining on the contract.

ASRS Buyback

2 Midrange Workspace.Session 1 - NS/Elite Display

Session Edit “iew Tools Macro Help

[0 || [ ) [ 2 s | || 5 %

2/26/01 FY @1 BALSZ ELEMENTARY 15:15:50 HMCSS19901
EMS Deduct ion/Contribution Codes Ref: PAY.12Z2 .11
Deduction ID: RETBUY { _ )} Description ARBB_ASRS BUYBAC

Deduction year Bond Code Deduction?

Fiscal year
Calendar year

Include addenda amounts?
No base Ignore negative addenda?
Gross income
Deductionl {(Jurisdiction __ )
Taxable income
All pay except
Following pays
Gross pay

Deduction hased on

U RWN = @E O TN

Omit from check stub if current amount is zero? N

Deduction is: 1 1= Tax exempt 3= Req. by management
2= Legal ly required 4= Yoluntary
If tax exempt:
Federal: ¥ State: ¥ County: ¥ Local: ¥ Other: Y

Mode: Lookup Cancel? N

Ready [R10CimeE | D:a [LU: | [NuM

e Set up additional Retirement Buy Back Deductions if needed.

e You will need a separate deduction code for each deduction taken. For example RETBY1,
RETBY?2 efc.

e You must use "ARBB" at the beginning of each deduction description or ASRS will receive the
information.

13




A= Midrange Workspace.Session 2 - NS/Elite Display

Sesgion Edit Miew Tools Macro Help

e = A R N A RN e E R N
2/26/01 FY 01 GECK1 CLIENT TESTING 15:26:50 MCSS19902

EMS Employee Yoluntary Deductions Ref: PAY.390 .11
Employee: 001-26-8406  JOHN H. SMITH

Deduction Code: RETBY1 ~ ARBB - RET BUYBACK 1

Deduct : 108 Plus: .0008 % of GROSS from following jobs:

Employer pays: Plus: b 4

Make deduction on next 1 checks OR deduct entire net check amt {Y/N}?:
Delete this wvoluntary deduction after number of checks has reached zeros?:

Effective dates are from to

Direct Deposit (P/Y/N): N Deduction Priority:
Employee Bank ID: CONNUMBER
Emp loyer Employee
Maximum Per Period:
Maximum Per Year:
Maximum Per Lifetime:
Mode: Add F3=Exit F4=Index Fo=Reset F12=Cancel Cancel? N
F6=Basic Info. F7=Payroll Info. F8=Assignments

Ready [RA7C0A7 | b L [ [NUM

e A separate deduction code has to be used for each deduction made.
e Be sure to include the contract number on the deduction.
e Use (1) one so the deduction will be finalized.

H Beware of FICA Exempt Deductions

In some instances, deductions that are exempt from FICA are not handled properly on the payroll
processor for the Balance of Contract. The easiest way fo solve this problem is to pay them before
the balance of contract.

If that is not possible you will want to change the deduction amount so that it equals the number
of checks remaining. For example: An Employee has one $30.00 FICA exempt deduction left.
Change this deduction by dividing by the number pays (6) on balance and enter that amount ($5)
for that number of pays (6). If the item does not divide evenly then enter an Employee Maximum
amount.
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Federal and State Deductions

These types of deductions work correctly. For example you have a TSA deduction with two
remaining deductions. The Federal "Subject to" wages will be two times what a normal check would
be WITH the annuity and four times what a normal check would be WITHOUT the annuity.

Docks

It appears that all of the issues with the docks have been corrected. Be sure to balance your
payroll and to pay particular attention to those employees that have docks.

No Timesheet Entry

Do not include any payments through fime worked or the FICA amounts will not come out correct.

Multiple Contracts to Pay Off

If an employee has more than one contract to pay off they must have the same number of pays
remaining of the Retirement and FICA deductions will be incorrect. You may run the Contract
Balance Listing to verify this.

2] Midrange Workspace. Session 2 - NS /Elite Display

=

2/26/01 FY 81 GECK1 CLIENT TESTING 12:42:11 MCSS19962
EMSFILES New Rel Test/ Data Ref: ACS.002 .01

HENU PAY&08: PAYROLL PRUC[Q Midiange Workspace.Session 2 - NS/Ehte Display

Session Edit Wiew Took Macio Help
. Payroll Pr i
. Payrol | Processir T ol e R T e i R A
- Peyrol | Process i 2/26/81 FY 81 GECK! CLIENT TESTING 12:42:55 MC$S19982

. Payroll Check Voider . .
Payroll Checl Lookop . .. AGS  EMSFTIES New Rel Test/ Data  Ref: ACS.082 .81
. Employee Group Definition
. DOCUMENT CONTROL IMFORMAT] MENU PAY65@: PAYROLL LISTINGS AND REPORTS
. DIRECT DEPOSIT PROCESSING
. PAYROLL LISTINGS AND REPOf - L —— L :
" EMS REPORT WRLTERS . . Payrall Check Report——Regular and VYoided . . PAL.D510

c P. IR | . Employee Group Report PAY.518
. Copy Payro eports To T: PR
" Check Rewrite From Last P) . Employee Contract Balance Listing PAY .30
. Re-create Payroll Reports . Employee Assignment Report PAY . 565
. Delete Payroll Processing . Employee Absence/Leave Report PAY.598

WU RN —

. Change Assignment
Option or Menu Ttem 9 . Exit Acs

Option or Menu Ttem 3

Rz2C02d | | Db [LU:

15




Select Correct Payroll Processing Options

4 Midrange Workspace.Session 2 - NS/Elite Display

Session Edit Miew Tools Macro Help

R N E S w2

2/26/01 FY 01 GECK1 CLIENT TESTING Unique Processing ID just for

EMS Payrol| Processing—Actual and Pro_Forcma
Processing ID: BOC B Balance of Contract

Description: BALANCE OF CONTRACT
Payrol | Run Type: 9 {1=ACT 9=PRO}

BALANBE CONTS BALANCE OF CONTRACT FOR SEASON

Checks To Be Dated: po3081 For The Pesjod Ended: 8531081

Voucher Humber: 1234 .
Bank Information Bank Account  Form G"‘OUP eSTGbl |5hed for'

Standard Checks Balance of Contract
Direct Deposit Checks

Net Deductions Checks
Minimum Al lowable Check:

Maximum Al lowable Check: 160906 .90

Make sure Maximum

Suppress Absence Accrual ?: Print Absence Summary on ChethSse) Allowable h|9h enough to
Direct Deposit Active?:
Contract Days To Be Pgid™ {Use only if not standard days} cover all checks

Days/Weeks ActiveZs

Fd=Index F5=Reset F12=Cancel Cancel? N

You may want to
turn off so the
checks can be
distributed during
check out.

|R:06 C:035

L Midrange Workspace.5Session 2 - NS/Elite Display MEE]

Session Edit “iew Tools Macro Help

[0 =|% e P EN =
2726781 FY 01 GECK1 CLIENT TESTING 13:09:81 MCS519982

EMS Payrol |l Processing——Actual and Pro Forma Ref: PAL.688 .16
Processing ID: BOC BALANCE OF CONTRACT

Select one of the following:
Final ize Contracts? Yo (YN

Pay 1 imes the normal pay amount.

Select one of the fol lowire
Deduct amount by the nulMeeg of checks to be paid?
Deduct 1 Jgimes the amount

Finalize voluntary deductions? T =i Do not enter X
Print the following message on checks? I v/N3 times amounts. It

will calculate
incorrect FICA
amounts.

Mode: Add F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N

[R:15 C:045

[ Nom
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Run Proformas!

Check for unpaid employees (PAI.601)

ﬂ Midrange Workspace.Session 2 - M5/Elite Display
Session Edit “iew Tools

[ o ew] 5]

Macro  Help

| [ 22 a5 s | Y| o] 2|5

Displal Spooled File

File
Control

Find

0PAT&O1

® oLt 1 L

Date 2/26/81
Time 15:14:35
Prog PAI.601
an™ SEC.NO.
-80-1839
-58-6204
-68-1282
-66-1927
-18-8372
-18-8372
-26-8030
-98-0058
-94-7674
-94-7674
-86-3347
-82-9619

Seq

Ready

Employee

A DIAZ-YANEZ
ML ALLEN

SM ANDERSON
KJ ARGALL

PL AUSTIN

PL AUSTIN

TJ AYERS

MA BARRINGTON
RL BARTHELL
RL BARTHELL
TL BENGOCHEA
JD BLOCK

Page/L ine
Columns

| %]

1/1
1-78

LLF 5.

NOY time
NOR t i me
NORt ime
NO Bt i me

BALSZ

Error:

entered.
entered.
entered.
entered.

N T ST
EL EMENTARY

Payrol | Error Report

in Run # 61982
Processed.
Processed.

Processed.
Processed.

s Detected
Job NOT
Job HOT
Job HOT
Job HOT

NOgime entered. .Job NOT
GROSSPPAY = @

NO time entered.
NO time entered.
NO time entered.
NO time entered.
NO time entered.
NO time entered.

Job
Job
Job
Job
Job
Job

NOT
NOT
NOT
NOT
NOT
NOT

R:16C:042

Check your deduction summary registers (PAL.681S)

ﬂ Midrange Workspace Session 2 - NS/Elite Display

Processed.

Processed.
Processed.
Processed.
Processed.
Processed.
Processed.

Session Edt “iew Tools Macio Help
e el P et 2 0

Display Spooled File

File
Control

Find

OPALGB1S

= Lt LI

PROG — PAL.6815
DATE - 2/26/81
TIME - 15:37:58

Page/Line
Columns

.4 o0 .6

BALSZ ELCMENTARY

Deduction Register Sum

1/2
1-78

P

mary

For Period Ending

2/16/01  ALL

Emp loyee
Amount

ARTZONA CENTRAL CREDIT UNI
ARTZ FEDERAL CREDIT UNION
AM FAM LIFE ASSUR — POST T
ARTZONA FED OF TEACHERS
UNITED DENTAL - PRETAX

AM PUBLIC LIFE - POST TAX
ARTZONA EXTRACURRICULAR
US BOND $50

US BOND $25

AZEXTR
BONDI1
BOND2

Fieady F:03 C:022

Employer
Amount

NLUM

NUM




Check your check detail listing (PAL.625)

LI Midrange Workspace Session 2 - NS/Elite Display

Session Edit Wiew Tools Macio Help
[l s ®n(esg| o [P 0] [ 2] o o oy | ] e 5 |

Display Spooled File
File . . . . . : 0PAI6Z2S Page/Line 1/4
Contral . . . . . Columns 1-78
Find P
[ S I T U AV S ST SPUE SR - SRR S S T S
PROG - PAI.625 BALSZ ELEMENTARY
DATE - 2/26/81 EMPLOYEE CHECKS DETAIL LISTING
TIME - 15:36:44 FOR PERIOD ENDING: 2/16/81

ANITA DIAZ-YANEZ -86-1039 2/23/01

RE‘FEPEI‘IDE F isca I CEI I EI'I[]EIP
CONTRACTED 6-8 HOUR CONT  CLASS 6,257.75 1,955.54
VAN/CAR DRIVER VANCAR HOUR 3.,221.24

Total Pay 9,478.99
MAYO HEALTH LOW-PRETAX MAYO L
RETIREMENT (2.17%) RET1
VISION - PRETAX VISION
FICA {SOCIAL SECURITY-6.20 FICA US
FICA {MEDICARE 1.45} FICA  USX
RETIREMENT DISABILITY RETLTD

Reardy EEEa [T [ NOmM
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Bal ICA
alance FICA Wages Enter the Adjusted

Gross Payroll from [,

L Microsoft Excel - profrorma Balance Sheet

E File Edit Wiew Insert Format Tools Data Window Help Pr!o For\ma PAI601 J
DSH SRY (s RS o-- A& = £ 25| mpl
Arial -mv|31u|§§§|$%,ta%;°.8]},§+;;z|gv5vgv|
Bi6 | = /
A [ B [/ ¢ | D =

Proforma Balance Sheet

bject to Wages
Adjusted Gross Payroll
AHP
Flex ©
Flex M
Maya Enter total for
Mayo L .
Pre s deductions that

Vicior are FICA Exempt

Yigion

o

ra

w

Maxed Employees

[Aa i

E

Fica Med =C1481 45% SUM(B4-B12)
Fica =C15%6.2% =C14-813
——————

If you have an employee
that has already reached
the Maximum on their FICA
deductions Enter here.

These should match
your subject to wages
on the Deduction

41 Register. PAI681S
[

Balance Federal “"Subject to” Wages

X Microsoft Excel - profrorma Balance Sheet

@ File Edit Wew Insert Format Tools Data indow Help ;[ilﬂ|

DEHEGRY 2RI o - (a€® = £ 45 0880w -0

Arial - B ZU|EE=E $ %, 4| EE .

| | | | : | Enter the Adjusted
A | B Gross Payroll from [

1 Federal Proforma Balance Sheet / Proforma PAI601

2
IAdjusted Gross Payroll
| 4 |AHP
| & |Flex C
M lox M Enter total for
[ 7 Mayo .
| 8 |Mayo L [ ] deductions that
|9 T5A are Tax Exempt
| 10 [TSA 1 P
| 11 |RET
12
| 13 | =E3-SUM(B4: B Subject To wages

14
15
% This should match your
18] subject to wages on the
% Deduction Register.
21 PAT681S
22
23 .
0« IW DIl Sheeti', sheetz {Sheeta 7 |« | | JJ
Ready 1 0 o o o o
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